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Cal Grant EL Verification
Welcome Cal Grant Administrators!
We will begin our training in a few moments. In the meantime, here 
are some hints for getting the most out of this web-training:

1. Dial 1-866-826-6337 on your 
phone

2. enter the PIN code: 281146

3. Press the # button

1. Type your question in the <Send 
A Message> field located at the 
bottom of your screen

2. Press the <ENTER> key on your 
keyboard

3. A response to your question will 
be provided in the chat window 
by the CSAC Chat Host

To hear the AUDIO 
portion of this training

To ask QUESTIONS 
during the presentation

presented by the California Student Aid Commission

Your Trainers Today

Chat Host

Presenter
Shelly Menzel
smenzel@csac.ca.gov

Sally Atlas
saltas@csac.ca.gov

The EL Verification Process
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What is EL Verification? 

EL = Education Level

EL1 - freshman 

EL2 - sophomore

EL3 - junior 

EL4 - senior

Determines the number of years a 
participant will be eligible to receive Cal 
Grant benefits

Student’s EL as of the beginning of the 
term for which payment is first made

Program Eligibility Limits

Maximum Program Eligibility

Cal Grant A = 400% 

Cal Grant B = 400%

Cal Grant Eligibility

EL1 (freshman) = 400%

EL2 (sophomore) = 300%

EL3 (junior) = 200%

EL4 (senior) = 100%

Which Students Require Verification?

New Transfer Entitlement 
recipients

New Competitive applicants

Any other new Cal Grant A and 
B recipients whose EL is not 
immediately obvious



3

Who Verifies the EL?

The student’s school most likely to 
attend, or

School at which the student 
receives his or her first grant 
payment 

The Commission will not require EL 
verification of any recipients 
attending a community college 

What Happens to                      
Un-Verified Students?

Educational Level Verification 
Form sent to student in May with 
a 30 day deadline

Failure to verify an EL will result 
in a grant withdrawal

EL Verification Corrections

Within the same initial award year
Update the EL field on WebGrants

After initial award year
Contact CSAC to determine which 
school is responsible for reporting

Student must contact school of initial 
payment to correct initial EL

School of initial payment makes 
correction on Grant Record Change 
Form (G-21)



4

Old Process

2 copies of EL Verification report 
sent to schools in January

School verifies EL of students listed 
on report, marks changes directly 
on one of the report

School sends modified report back 
to CSAC

Question Break

New Process

EL Verification fields attached to 
student’s WebGrants record

Method 1: Verify EL online at any 
time before posting 2nd payment, or

Method 2: Download EL Verification 
report, verify EL of students listed on 
data file, and upload data with 
corrected ELs
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Method One:
Online EL Verification

WebGrants Access

System Administrator determines 
access level

EL Verification with payment data

El Verification only

Users with EL verification only 
access should also have access to:

Print Roster

Customize Roster

Access Permission
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Roster-El buttons and fields

EL Only-Roster Main

EL Only-Roster Page – EL Only
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All-Custom Roster Main

All-Custom Roster Filter

EL Filter Displayed
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EL Verif Status
1 – Verification Not Required

2 – Not yet paid, verification required

3 – Verified as reported

4 – Verified with change

5 – Unable to verify

6 – Paid, verification required

1 – Verification Not Required

2 – Not yet paid, verification required

3 – Verified as reported

4 – Verified with change

5 – Unable to verify

6 – Paid, verification required

Verified EL drop down box

Select EL from box & Save
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Instant Status change

Delete El TXN

Results of Delete EL TXN
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Error message

Some students on this page still require EL 
verification.  Press “Cancel” to return or “OK” 
to proceed.

More About Online Verification

Processed weekly

Verification will be available when 
school changes become available

School changes, payment reporting, 
and EL verification can be done at 
the same time

Question Break
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Method Two:
EL Verification Data Transfer

Report Download Page
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Tools Page

Enable 
Macros

EL Excel Template



13

Find and Open datafile

Display datafile in excel

Tools menu – data tool choice
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Save as text file

Sample EL text upload file

Upload EL File
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Upload Successful

Report Download Page

Education Level Verification21-JAN-03
05-FEB-03
05-FEB-03
05-FEB-03

Data File
Report
Report
Report

JAN
FEB
FEB
FEB

EL Verification Accept/Reject
EL Verification Upload Summary

Upload Summary Report
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Accept/Reject Report

More About Data File Verification

EL Verification data files will be 
created as part of regular month 
end processing

Schools can use Excel spreadsheet 
and convert the file to .TXT, or

Create and upload data file directly

Data file layout specifications can be 
found on the WebGrants HELP page

Question Break
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Things to Remember

Accuracy is important

Fall payments can be reported 
without verification, however, any 
subsequent payments will be 
blocked until verification is 
completed

Unknown whether this goes into effect 
for 2003-2004 or later

Additional Resources

Frequently Asked Questions

Data file layout specifications

WebGrants user guides
Tools

Data Transfer

School Help Line: 888-294-0153

Technical Help Desk: 888-294-0148

Email: otdtraining@csac.ca.gov

Thanks for Attending!

This training session has been 
recorded and will be available as 

an archived presentation at 
www.cccconfer.org in 
approximately 1 week


